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GENERAL INSTRUCTIONS

Grantees are required to maintain standardized individual records containing
characteristics, activities and outcomes information for all individuals who
receive services or benefits financially assisted by the WIA Title I-B and
National Emergency Grant programs (Sec. 136(f) and 185).

The primary purposes of the WIASRD are to:

1. Establish a standardized set of data elements, definitions, and specifications
that can be used to describe the characteristics, activities, and outcomes of
individuals served by WIA Title I-B programs, including services financially
assisted by National Emergency Grants;

2. Facilitate the collection and reporting of valid, consistent, and complete
information on an individual in order to support the overall management,
evaluation, and continuous improvement of the programs at the local, state,
and federal levels; and

3. Share program performance results with consumers, taxpayers, Congress
and others with an interest in the WIA programs.

Standardized data collection also makes performance information more useful
for supporting DOL budget development activities for consideration by the
Congress, especially with regard to the impact of different funding levels on
program services and outcomes. A common language is used to describe
changes and improvements in programs over time, to identify effective
strategies for meeting the needs of participants, and to record significant
program accomplishments.

In developing the WIASRD layout, every effort has been made to establish
common data definitions and formats with minimum burden to grantees. This
standardized individual record layout provides grantees with the opportunity to
better inform the Administration, Congress and other stakeholders about the
numbers of individuals being served, the types of services received, and the
employment and skill-related outcomes of former participants. The individual
record layout establishes a core set of data that must be collected and
maintained by grantees. In some areas, program-specific information on
characteristics, activities and outcomes are included for individuals served by
those programs.




I1.
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ETA-PRO Rev. 02/18/05 2

EMPLOYMENT AND TRAINING ADMINISTRATION

It is expected that the individual records are complete and accurate, and that
the records are the basis for the WIA Annual Reports submitted by states to
ETA. Performance information reported in the WIA Annual Report must be
comprised of information provided by each State from their individual records.
These records are comprised of client information that is matched to outcome
information obtained from Unemployment Insurance (UI) and other
administrative wage records, or from other supplemental data sources as
appropriate.

COVERED PROGRAMS

Grantees administering formula or statewide reserve funds under the following
ETA programs must utilize the WIASRD specifications and general reporting
instructions:

WIA Adult Program

WIA Dislocated Worker Program
WIA Youth Program

National Emergency Grants

If state or local activities are supported with statewide reserve funds and involve
the enrollment of individuals to receive services, an individual WIASRD must
be created and maintained and the outcomes must be included in the quarterly
and annual reports. Conversely, if state or local activities do not involve the
enrollment of individuals to receive services (e.g., conducting evaluation
research), performance information is not included in the individual records or
quarterly or annual reports.

Important Note: WIASRD collection requirements that apply to individuals
served under the WIA Dislocated Worker and National Emergency Grant
programs are the same.

RECORD LAYOUT SPECIFICATIONS

The WIASRD follows a fixed length record layout. See Appendix A for details
regarding data elements, definitions, and coding values.

As shown in Appendix A, the required data elements depend on the funding
source (adult, dislocated worker, NEG, youth), on a youth’s age at program
participation, and on the types of services received by adults and dislocated
workers. Required data elements are marked with a “R” in the relevant column
while optional data elements are noted with an “O.”
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Special Instruction: During Program Year 2005, states have the
option and are encouraged, but are not required, to begin collecting
youth data elements needed to assess progress against the Literacy and
Numeracy Gains common measure for those youth who enroll on or after
July 1, 2005. These data elements can be found under WIASRD Section
IT1.D — Additional Youth Literacy and Numeracy Assessment Data.
However, all states will be required to collect and report these data
elements for those youth who enroll on or after July 1, 2006.

WIASRD elements are separated into section headings and categories that
represent logical groupings. For each data element there is a definition or
reporting instruction, coding values, where appropriate, data type/field size,
and an applicability guide to document which program(s) require the data
element.

The applicability guide also documents data element requirements for groups of
individuals within a program (e.g., adults receiving intensive services). For
instance, data elements are applied differently for adults and dislocated
workers/NEG participants according to whether the individual received Staff
Assisted Core Services (C), Intensive (I), or Training Services (T).
Data requirements increase according to the type of customer or intensity of
service received by the participant. In other words, the WIASRD layout only
expands as the program staff finds out more information about the customer, or
the customer receives additional and more costly services in order to achieve
performance outcomes. Coding values and the applicability guide contained
within Appendix A are essential components that place each data element in its
proper context.

IV. DUE DATE

Electronic WIASRD files are due to ETA no later than October 15" following
the end of each Program Year (July — June). The following table shows the
expected due dates for state WIASRD files for the next three Program Years.

Program Year Due Dates
PY 2005 October 15th, 2006
PY 2006 October 15th, 2007
PY 2007 October 15th, 2008
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V. SUBMISSION PROCEDURES

Information contained in the WIASRD files must be submitted directly to ETA’s
E-Grants System (formerly called the Enterprise Information Management
System (EIMS)) via technical instructions available through the appropriate
Regional Office or the ETA performance website. States are required to submit
a single consolidated WIASRD file for each participant where the individual
received benefits or services from one or more of the programs identified under
Section II: Covered Programs.

A universe of these consolidated WIASRD files must be prepared and submitted
to ETA for the following individuals:

» All participants who received staff-assisted core, intensive, or training
services financially assisted by WIA Adult and Dislocated Worker formula
funds and have exited from the program(s);

+ All participants who received services financially assisted by WIA Youth
formula funds and have either (a) exited from the program or (b) not exited
from the program but have achieved reportable outcomes on the skill
attainment rate or literacy and numeracy gains performance measures;

» All participants who receive services financially assisted by Statewide 15%
funds where the activities involve the enrollment of individuals eligible for
Title I-B program services and have exited from the program; and,

« All participants who receive services financially assisted by National
Emergency Grants (NEGs) and have exited from the program. This
population includes individuals co-enrolled in a WIA Title I-B program and
those served only through an NEG.

States are not required to submit WIASRD files for participants who only
receive core self-service and informational activities financially assisted by WIA
Title I-B programs, and where statewide activities do not support services for
eligible adults, dislocated workers or youth. Examples of such exceptions
include activities where (a) the State is conducting a statewide activity that does
not involve direct services (e.g., research or evaluation), or (b) the statewide
activity is structured to provide services that are highly specialized, such as in a
pilot or demonstration activity (e.g., incumbent worker training, project for
chemically dependent TANF recipients).

Once a WIASRD file is submitted, updated records must be provided in each
subsequent year until all relevant outcome information is completed.
Therefore, subsequent submissions are expected to occur for at least 2 full
program years after the original submission. Self-reported information will be
accepted for reporting purposes as long as the State meets the applicable data
validation requirements.
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